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University of Kelaniya 

1. INTRODUCTION 
  

The Non-Academic Establishments Division is one of the most important Divisions in the 

University administration. The main function of the Division is to facilitate smooth executing of 

duties of non-academic employees. 

 

 

1.1 OBJECTIVES 
 

 Processing recruitment of qualified staff / Human resources to the University administrative 

purposes and retain them in the service in line with the corporate goals of the University of 

Kelaniya.  

 

 Bearing responsibility for advertising time to time the non-academic cadre positions vacant in 

the Departments of different Faculties and the Divisions in newspapers as well as in the 

University website  

 

 Completing various tasks related to the payment of annual salary increments of non-academic 

staff. 

 

 Taking actions to grant various types of leave and travel grants to the members of the Non-

Academic staff for which they are entitled . 

 

 Coordinating HR procedures including recruitments, Promotions, Granting Leave, 

administering personal records of all Non-Academic Staff members in accordance with the 

Universities Act, Establishment Code, Rule and Regulations of the University Grants 

Commission and Administrative policies of the University  

 

 Updating information on approved cadre and making requests time to time.to the UGC for 

additional cadre positions required for Departments, Faculties and Divisions  

 

  Maintaining the personal files of about 850 of non-academic staff members and several 

hundreds of Temporary staff of Divisions 

 

 Assuring activities related to transfers within university (Internal transfer) and Transfers from 

University to UGC or HEIS (External Transfer) 
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 Proceeding Termination of Employment (Retirement, Resignation, Expiration of Contract, 

Bond violation, Dead by accident, Disciplinary Ground). 

 

 Releasing statuary Payment (Gratuity, UPF, EPF, Pension) 

 

  Arranging Training programmes for Non-Academic Staff. 

 

 Processing Salary Particulars. 

 

 Preparing Bonds, overseas leave. 

 

 Maintaining attendance management system. 

 

 Safeguarding of personal files under its custody. 

 

 Issuing Uniforms and Protective shoes for Employees. 

 

 

 

With those objectives in mind the Non-Academic Establishments Division is pleased to 

continue providing always a better and more efficient service to its staff. 
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2. ORGANIZATION STRUCTURE 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Personal 

Files 

 Works Aids 

 Instrument 

care taker 

 

+ 

Assistant Registrar – Head of Division 

NAE 01 NAE 02

  

NAE 03 NAE 04 NAE 05 NAE 06 NAE 07 NAE 08 NAE 09 NAE 10 NAE 11 NAE 12 

Personal 

Files 

 Library 

Information 

assistant 

 

 

Leave 

Divisions 

 Security 

 Library 

 Works 

 Landscape 

Division 

 

 

 

Checking all 

Documents 

prepared by   

Subject 

clerks 

 

+ 

+ 

Personal 

Files 

 Technical 

Officers 

 

 

+ 

Employee 

Uniforms 

 

 

Personal 

Files 

 Nurse 

 Pharmacies  

 PHI 

 Fulltime 

Sub 

Warden 

 Matron 

 Driver 

 

 
+ 

 Train Warrant 

 Train Season  

 

 

 

Personal Files 

 Book Binder 

 Postmortem labor 

 Cycle orderly 

 Office Machine 

operator 

 Groundmen 

 Trainee Gardner  

 Lorry Cleaner 

 Long mover 

operator 

 Health service 

labor 

 Health service 

attendant  

 Gym attendant 

 Nursery men  

 

 

+ 

Leave  

 Admin Building 

Employees 

 Student councilor 

 M.D.A 

 Graduate Trainee 

+ 

+ 

Personal 

Files 

 Library 

Attendant  

 Audit 

Assistant 

 Telephone 

Operator 

 Stenograp

her 

 

 

 

Advertising 

vacancies 

 

 

Personal 

Files 

 Manageme

nt Assistant  

 

 

Leave 

Divisions 

 Medical 

Faculty 

 

 

Staff Identity 

card and 

memory 

statue 

Creation  

 

 

+ 

+ 

Personal 

Files 

 Electrician 

 Generator 

Operator 

 Plumber 

 Carpenter 

 Mason 

 Polisher 

 Welder 

 Painter  

 

 

Leave  

 Science Faculty 

 ICT Center 

 Faculty of ICT 

+ 

Order Items to 

Division and 

Update 

Inventory Book 

+ 

Fingerprint 

related Works 

+ 

Organize 

workshop and 

Training 

programs 

+ 

+ 

Maintain Non- 

academic 

Employee 

Database 

 

Seniority 

award 

Duties 

+ 

Audit 

Inquiry 

Procureme

nt plan and 

Budget 

Maintain 

carder 

Personal 

Files 

 Management 

Assistant 

(Shroff, Book 

keeper, Store 

keeper). 

  Supervisor( 

Civil, 

Maintenance, 

Electrical, 

Landscape) 

 Work 

Superintendent 

 Electrical 

superintendent   

 

Leave  

 Humanities 

 Social Science 

 Faculty 

Graduate Studies 

 CDCE 

 Sport Division 

 Medical center  

+ 

Personal 

Files 

 Security 

 Marshal 

 

 

 
+ 

Leave 

Divisions 

 Faculty of 

Commerce 

 Trainee 

 

 
+ 

Recruitment of 

Trainees 

 

 

Functioning activities assigned to Non-Academic Division   

Personal 

Files 

 Lab 

Attendance  

 

 

Letter Book 

 

 

+ 

+ 
Preparing OT 

Approval forms 

+ 
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3. RECRUITMENT OF NON-ACADEMIC POSTS  

3.1. WITHIN UNIVERSITY (INTERNAL) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Prepare Internal 

Advertisement 

 

 

 

 

 

 

1-3 months 

 

 

 

 

(This Process 

should be complete 

within in 1 year ) 

 

 

 

 

 

 

Registrar 

______________ 

Assistant Registrar 

& Subject Clerk 

 

UGC  

Commission Circulars 

 

1. Audit Assistant : 

05/2020 

 

2. Management Assistant : 

06/2018, 12/2018, 

13/2019, 06/2018(i) 

 

 

3. Laboratory Attendant : 

10/2020. Est Circular – 

03/2021 

 

4. Library Assistant : 

07/2019, 12/2015 

 

5. Works Aide : 01/2019, 

15/2016 

 

6. Marshal : 18/2017, 

19/2018 

 

7. Instrument caretaker : 

08/2019 

 

8. Gym attendant - 993 

 

 

Scheme of Recruitment of 

Management Assistant  

12/2018 of 17.10.2018 

 

Scheme of Recruitment 

Page no.64 to 166 and 

Decisions taken by the 

Council time to time  

 

Establishment Code 

Chapter III 

Getting approval from the 

Registrar 

 

Publish the Advertisement 

Receiving applications 

Holding Interviews 

 

Short listing suitable 

applicants by a Board 

appointed by the Council 

prepare appointment letter 

 

Send the recommendations 

for Council Approval 

Request his/her personal 

files relevant 

universities/campus or 
institutes to check the 

qualification 

 

1 -3 Weeks 

 

 

 

 

 

 

1-3 months 

 

1 Week 

 

 

 

 

 

 

1-3 months 
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3.2. OUTSIDE FROM THE UNIVERSITY (EXTERNAL) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Prepare Advertisement for 

Related Category of Staff 

 

 

 

 

 

 

 

Registrar 

______________ 

Assistant Registrar 

& Subject Clerk 

UGC  

Commission Circulars 

 

1. Audit Assistant : 

05/2020 

 

2. Management Assistant : 

06/2018, 12/2018, 

13/2019, 06/2018(i) 

 

3. Laboratory Attendant : 

10/2020. Est Circular – 

03/2021 

 

4. Library Assistant : 

07/2019, 12/2015 

 

5. Works Aide : 01/2019, 

15/2016 

 

6. Marshal : 18/2017, 

19/2018 

 

7. Instrument caretaker : 

08/2019 

 

8. Gym attendant - 993 

 

Scheme of Recruitment of 

Management Assistant  

12/2018 of 17.10.2018 

 

Scheme of Recruitment 

Page no.64 to 166 and 

Decisions taken by the 

Council time to time  

 

Establishment Code 

Chapter III 

 

Getting approval from the 

Registrar 

 

Publish the Advertisement 

Receiving applications 

Interviews 

 

Short listing suitable 

applicants by a Board 

appointed by the Council 

prepare appointment letter  

 

Send the recommendations 

for Council Approval 

 

 

 

1-3 months 

 

 

(This Process 

should be complete 

within in 1 year ) 

 

1 -3 Weeks 

 

 

 

 

 

 

1-3 months 

 

1 Week 

 

 

 

 

 

 

1-3 months 
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4. PERSONAL FILE HANDLING 

4.1. DEGREE INCREMENT 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

\ 

 

4.2. ANNUAL INCREMENT 
 

 

 

 

 

 

 

 

     

 

 

 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Request Increment via Letter  

 

 

 

 

1-3 months 

 

 

 

Registrar 

______________ 

Assistant Registrar 

& Subject Clerk 

 

 

UGC  

Commission Circulars 

 490 dated 30/09/1991 

 20/2016 

 

Check eligibility and Verify 

Documents for relevant 

Universities. 

Set the basic salary 

accordingly 

Acknowledge relevant 

parties 

(Registrar, Bursar, Librarian, 

Auditor General, Personal 

File) 

 

Process Responsibility Time Frame 

 

 

 

 

 

 

 

 

 

 

 

 

Relevant Rules & 

Circulars 

Preparing Increment form and sending 

to HOD 

Obtaining the recommendation of 

HOD, Dean and VC and sending to 

HOD. 

Informing to person concern 

 

Sending to salary Division for prepared 

salary  

 

 

1-2 months 

 

HoD /Dean of the 

Faculty  

 

Assist. Registrar   

& Subject Clerk 

 

Establishment Code 

Chapter VI Segment 

27 
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4.3. CONFIRMATION OF NON-ACADEMIC STAFF 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Check with the personal file 

(Appointment letter) and 

requirements for 

confirmation 

 

 

 

 

 

 

 

1-2 months 

 

 

 

 

 

 

Registrar 

______________ 

Assistant Registrar 

& Subject Clerk 
 

 

 

 

 

 

I. Establishment Code 

Chapter III 

Segment 21 – 21.5.4 

II. Consideration of 

letter of Appointment 

 

III. Government 

Regulations 

 

Obtaining confidential 

reports from 

the relevant Head of 

Department 

 

Interviews / Examinations 

(When necessary) 

Sending Selection 

Committee recommendations 

for Council approval 

Informing the person 

concerned & 

relevant parties 

(Registrar, Bursar, Librarian, 

Auditor General, Personal 

File) 
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4.4. LONG SERVICE AWARD 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Get the recommendation 

from the Head of the 

department 

 

 

 

 1 month 

 

 

 

 

 

UGC  

Commission Circulars 

696 -  27/01/1997 

893 – 23/07/2007 

 

 

Check the Personal file for 

the previous records and 

leaves taken. 

 

Obtain the recommendation 

from Registrar 

submit for the approval of 

the council 

Informing the Salaries and 

loans division and 

acknowledge the employee 

 

 

 1-6 months 

 

 

1 week 

 

 

Assistant 

Registrar 

& Subject Clerk 

 

 

Assistant 

Registrar  

&  

Subject Clerk 

 

 

Registrar 

Present at Vice-Chancellor 

Award ceremony  
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4.5. PROMOTION OF NON-ACADEMIC STAFF 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

             

 

 

 

 

 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

 

 

 

 

 

Total 

Process 

takes  

2-3 months 

 

 

 

 

 

Registrar 

______________ 

Assistant Registrar 

& Subject Clerk 

 

 

 

 

 

UGC  

Commission Circulars 

And University Act. 

 

Establishment Code 

Chapter III 

 

 

 

& 

Decisions taken by the 

Council time to time 

Receiving request from the 

applicant through proper 

channel, (Including a Self-

Assessment for Gr. I) 

                               

Check with the relevant 

circular for promotion 

requirements and getting 

confirmation of submitted 

academic certificates from 

relevant Universities 

                               

*Receiving nominees for 

relevant Selection 

Committee from the Council 

Interviews 

                               

Placing the Committee 

Recommendations for 

Council Approval 

Inform person concerned 

with copies to HoD, Deans 

of Faculties, Librarian, 

SAR/Non-Academic, Bursar, 

, Personal File 

 

Prepare letter of appointment 
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4.6. GRANTING AND EXTENSION OF PERIOD OF STUDY LEAVE 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4.7. WITHIN HE UNIVERSITY TRANSFER (INTERNAL TRANSFER) 
 

 

 

 

 

 

 

 

 

       

   

 

 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Receiving request from the 

Staff member 

Checking eligibility for 

Study leave of Candidate 

Getting approval from the 

Registrar/Council 

 
 

Inform to Employee 

 

 

 

 

1 week 

 

 

 

Registrar 

______________ 

Assistant 

Registrar 

& Subject Clerk 

 

 

 

University Act. 

04/2002 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Receive Transfer application 

through Head of Division 

Send the request to the 

Registrar/ Transfer 

committee 

Acknowledge the Head of 

the new Division and the 

employee 

 
 

 

 

 

 

1-2 week 

 

 

Registrar 

______________ 

Assistant 

Registrar 

& Subject Clerk 

 

 

 

 

Establishment Code 

Chapter IV 
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4.8. TRANSFER TO UGC OR HEIS 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Receive Transfer application 

through Head of Division 

Check the details through the 

personal files. 

 

Get the approval of the 

Registrar and send the 

application to UGC 

 

 

 

 

 

1-2 week 

 

 

 

Registrar 

______________ 

Assistant 

Registrar 

& Subject Clerk 

 

 

 

 

 

Establishment Code 

Chapter IV 

 

Receive the approval of the 

UGC 

 

Send the personal file to the 

relevant University 

 

Acknowledge the employee 

and the University 

 

 

 

1-2 week 

 

 

1-2 week 

 

1-2 week 

 

1-2 week 

 

 

1-2 week 

Subject clerk of 

University Grant 

Commission 

 

1-2 week 

 

 

1-2 week 

Assistant 

Registrar 

& 

Subject Clerk 

 

 

1-2 week 
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4.9. NO PAY  - LEAVE (OVERSEAS) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Fill the application form via 

online. 

Submission of Printed 

(online)  Request form with 

request letter to Council 

Receiving approval from the 

Council 

 
 

Inform the person concerned 

& relevant parties 

(Registrar, Bursar, Librarian, 

Auditor General, Personal 

File) 

 

 

 

1 week 

- Head of 

Department 

- Dean of Faculty 

- Assistant 

Registrar of 

Non-Academic 

Establishment 

- Registrar 

- Vice Chancellor 

- UGC 

- Ministry of 

Education 

 

 

 

UGC  

Commission Circulars 

406 

 

Establishment Code 

Chapter X 

 

 

 

& 

Decisions taken by the 

Council time to time 

 

 
Get approvals via Online. 

(Automatically send request 

approval email to responsible 

persons.) 

 

 

1 week 

 

 

Registrar 

______________ 

Assistant Registrar 

& Subject Clerk 
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4.10. TERMINATION OF EMPLOYEMENT 

4.10.1. RETIRNMENT /RESIGNATION 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

4.10.2. VACATION OF POST 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Send Request to approval for 

Council 

Send personal file to audit 

Division to Check 

Issue Gratuity forms along 

the decision of Council 

 
 

Issue the Retirement letter 

 

 

 

 

1-2 Month 

 

 

 

Registrar 

______________ 

Assistant 

Registrar 

& Subject Clerk 

 

 

 

UGC  

Commission Circulars 

11/2021 

16/2016 

And University Act. 

 

Establishment Code 

Chapter X 

 

 

 

& 

Decisions taken by the 

Council time to time 

 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Send Request to approval for 

Council 

Send personal file to audit 

Division to Check 

Issue Gratuity forms along 

the decision of Council 

 
 

Issue the letter 

 

 

 

 

1-2 Month 

 

 

Registrar 

______________ 

Assistant 

Registrar 

& Subject Clerk 

 

 

 

UGC  

Commission Circulars 

11/2021 

16/2016 

And University Act. 

 

Establishment Code 

Chapter X 

 

 

 

& 

Decisions taken by the 

Council time to time 
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4.11. PAYMENT OF GRATUITY  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

4.12. RELEASEMENT OF UNIVERSITY PROVIDENT FUND 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Calculate the gratuity based 

on the final basic salary of 

the employee. 

                            

send the gratuity papers to 

the Audit 

 

Keep a copy in the personal 

file and send the gratuity 

papers to the Salaries 

Division 

 
 

 

1 – 3 

Months 

 

 

 

Registrar 

______________ 

Assistant 

Registrar 

& Subject Clerk 

 

 

 

UGC  

Commission Circulars 

And University Act. 

 

Establishment Code 

 

 

 

& 

Decisions taken by the 

Council time to time 

 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Applying by filling the pink 

form 

Filling part II of the 

Provident fund refund forms 

 

 

Send 

Audited 

application 

to UGC 

within 1 

month 

Registrar 

______________ 

Assistant 

Registrar 

& Subject Clerk 

 

 

UGC  

Commission Circulars 

And University Act. 

 

Establishment Code 

 
Send form to Audit 

Department 

Send forms to UGC 
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4.13. ISSUEING SERVICE LETTERS 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5. RECRUITMENT OF TRAINEE/ ASSIGNMENT BASIS/ 

CONTRACT BASIS 

5.1. RECRUITMENT OF TRAINEE/ ASSIGNMENT BASIS 
 

 

 

 

 

 

 

 

 

 

 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Receive service letter 

requests from the employee 

 

Check the details through the 

personal file 

Issue the service certificate 

with the approval of 

AR/NAE 

 
 

 

 

 

1 week 

 

 

Registrar 

______________ 

Assistant 

Registrar 

& Subject Clerk 

 

 

UGC  

Commission Circulars 

And University Act. 

 

Establishment Code 

& Decision of Council 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Request the Required 

Number of Trainees 

Receive the name lists from 

relevant institutes. 

 

Allocate Trainees to the 

requested Divisions and 

issue the appointment letters 

 
 

 

 

 

1  Month 

 

 

Registrar 

______________ 

Assistant 

Registrar 

& Subject Clerk 

 

 

UGC  

Commission Circulars 

And University Act. 

 

Establishment Code 

& Decision of Council 

 

Holding interview and select 

trainees 
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5.2. RECRUITMENT OF CONTRACT BASIS 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

5.3. TRAINEE/ ASSIGNMENT BASIS LEAVE RECORDING & SALARY 

VOUCHER PREPARATION 
 

 

 

 

 

 

 

 

             

 

 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Prepare an Advertisement for 

Contract Basis appointments 

 

Select the qualified applicant 

 

Held the 

written/oral/practical 

aptitude or interview 

 
 

 

 

 

 

1 Month 

 

 

Registrar 

______________ 

Assistant 

Registrar 

& Subject Clerk 

 

 

UGC  

Commission Circulars 

And University Act. 

 

Establishment Code 

& Decision of Council 

 

Select the suitable applicant 

and submit the names to the 

council 

 
 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Take the attendance of the 

Trainees from attendance 

book and the attendance of 
Assignment Basis employees 

from Departments. 

 Fill the attendance chart and 

take the approval from 

AR/NAE 

 

Send the attendance sheet to 

the Salaries Division 

 
 

 

 

 

 

1 week 

 

Registrar 

______________ 

Assistant 

Registrar 

& Subject Clerk 

 

 

 

 

 

Decision of Council 
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6. LEAVE MANAGEMENT 

6.1. MATERNITY LEAVE 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

6.2. SPECIAL MATERNITY LEAVE - NO PAY 
 

 

 

 

 

 

 

 

 

 

 

 

                

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Receive the request and the 

medical certificate with the 

approval of the University 

Chief Medical Officer 

 

Send to the approval of the 

Registrar 

 

Issue the maternity leave 

acceptance letter after 

receiving the approval of the 

Registrar 

 
 

 

 

 

 

1 week 

 

 

Registrar 

______________ 

Assistant 

Registrar 

& Subject Clerk 

 

 

UGC  

Commission Circulars 

10/2013 

And University Act. 

 

Establishment Code 

Chapter X Division V 

& Decision of Council 

 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Receive the request and the 

medical with the approval of 

the University Chief Medical 

Officer 

 

obtain the approval of the 

Registrar 

 

Employee signs the bond 

 
 

 

 

 

 

1 week 

 

 

Registrar 

______________ 

Assistant 

Registrar 

& Subject Clerk 

 

 

UGC  

Commission Circulars 

10/2013 

And University Act. 

 

Establishment Code 

Chapter X Division V 

& Decision of Council 

 

 

Send the bond to VC’s 

Signature 

 
 Issue the No Pay maternity 

leave letter 
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6.3. PATERNAL LEAVE 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

6.4. NO PAY LEAVE (APPROVED NO PAY LEAVE, EXCEED 45 DAYS, 

DISIPILINARY LEAVE) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Receive the request from the 

employee 

 

obtain the approval from the 

Registrar 

 

Issue the paternal leave 

acceptance letter 

 
 

 

 

 

 

1 week 

 

 

Registrar 

______________ 

Assistant 

Registrar 

& Subject Clerk 

 

 

Public Administration 

Circulars 

03/2006 

And University Act. 

 

Establishment Code 

Chapter X Division V 

& Decision of Council 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Request from the Head of the 

Department/ exceeding 45 

days of annual leaves 

 

obtain the approval through 

Registrar 

 

obtain the approval of the 

Council 

 
 

 

 

 

 

1 week 

 

 

Registrar 

______________ 

Assistant 

Registrar 

& Subject Clerk 

 

 

UGC  

Commission Circulars 

And University Act. 

 

Establishment Code 

Chapter X Division V 

& Decision of Council 

 

Acknowledge employee, 

Salaries Division & Audit 

Division 
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6.5. ACCIDENT LEAVE 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

6.6. GRANTING FEEDING HOURS FOR BREAST FEEDING MOTHERS 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Receive the request of the 

employee through Head of 

the Department along with 

the University CMO 

approved medicals and 

police report 

 

Obtain the approval of the 

Registrar 

 

Issue acceptance letter for 

accident leave 

 
 

 

 

 

 

1 Month 

 

 

Registrar 

______________ 

Assistant 

Registrar 

& Subject Clerk 

 

 

Public Administration 

Circulars 

352 

And University Act. 

 

Establishment Code 

Chapter X Division V 

& Decision of Council 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Receive the request from the 

employee 

 

Check the details through the 

personal file and take 

approval from Registrar 

 

Issue the feeding hour 

acceptance letter 

 
 

 

 

 

 

1Week 

 

 

Registrar 

______________ 

Assistant 

Registrar 

& Subject Clerk 

 

 

 

UGC  

Commission Circulars 

10/2013 

And University Act. 

 

Establishment Code 

Chapter X Division V 

& Decision of Council 
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6.7. SPECIAL LEAVE( NEW YEAR OR CHRITSMAS, ELECTION) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

6.8. DUTY LEAVE 
 

 

 

 

 

 

 

 

 

 

 

 

6.9. PRE-RETIREMENT LEAVE 
 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

A memo will be submitted to 

the Council requesting 

festival leave 

 

Accordingly, Inform to All 

Divisions 

 

 

1 Month 

Registrar 

______________ 

Assistant 

Registrar 

& Subject Clerk 
Clerk  

 

 

 

Establishment Code 

Chapter X Division V 

& Decision of Council 

 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Receive the request for duty 

leave 

 

Taking the approval of the 

Registrar 

 

Issue the Duty leave 

acceptance letter 

 
 

 

 

 

 

1Week 

 

Registrar 

______________ 

Assistant 

Registrar 

& Subject Clerk 

 

 

 

Establishment Code 

Chapter X Division V 

& Decision of Council 
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7. ISSUING OF UNIVERSITY IDENTITY CARDS.   
 

 

 

 

 

 

 

 

 

 

 

              

 

 

 

8. ISSUING OF UNIFORMS AND PROTECTIVE SHOES 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Request ID card from filling 

the ID form with a passport 

size photograph 

 

Check the details through the 

personal files. 

 

Arrange information in the 

format 

 
 

 

 

 

 

1-2 week 

 

 

Registrar 

______________ 

Assistant 

Registrar 

& Subject Clerk 

 

 

 

Decision of Council 

 

 

Print a Card and handover to 

employee 

 
 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Send a letter to each division 

informing to request the 

Uniforms and protective 

shoes 

 
Obtain eligible list of 

employees 

Verify the employee details 

with subject clerk 

 
 

 

 

 

 

1 – 3 Months 

 

 

Registrar 

______________ 

Assistant 

Registrar 

& Subject Clerk 

 

 

UGC  

Commission Circulars 

And University Act. 

 

Establishment Code 

Chapter XV 

& Decision of Council 

 

Send the list to supplies 

division through the 

Assistant Registrar. 
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9. PREPARATION OF SEASON TICKET LISTS AND VOUCHER 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10. ISSUING OF TRAIN WARRANTS 
 

 

 

 

 

 

 

 

 

 

 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Receive the season ticket 

application from employees 

 

Calculate the total fee for 

season ticket and complete 

the season report with the 

sign AR/NAE 

 

Prepare the voucher and send 

to Payments Division for the 

issue cheque 

 
 

 

 

 

 

1 -2 Month 

 

 

Registrar 

______________ 

Assistant 

Registrar 

& Subject Clerk 

 

 

UGC  

Commission Circulars 

And University Act. 

 

Establishment Code 

Chapter XIII 

& Decision of Council 

 

Send the cheque to Railway 

Department 

 
 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Request Train warrant by 

filling form 

Checking eligibility and Fill 

Warrant 

Hand over to employee 

 
 

 

 

 

1 – 3 Day 

 

Registrar 

______________ 

Assistant 

Registrar 

& Subject Clerk 

 

UGC  

Commission Circulars 

And University Act. 

 

Establishment Code 

Chapter XIII 

& Decision of Council 

 

 

 



Manual of Procedures, Non- Academic Establishment  

University of Kelaniya 

23 
 

11. CONDUCTING DISCIPLINARY INQUIRES 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Council decides to Conduct 

Disciplinary Inquiry 

Obtain the approval through 

Registrar 

 

Obtain the approval from the 

Council 

 
 

 

 

 

 

1 week 

 

 

Registrar 

______________ 

Assistant 

Registrar 

& Subject Clerk 

 

 

 

UGC  

Commission Circulars 

And University Act. 

 

Establishment Code 

Chapter XXII 

& Decision of Council 

 

Acknowledge employee, 

Salaries Division & Audit 

Division 

 
 

Based on the information of 

HOD 

Informing the through 

Registrar to the Council 
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12. RECOVERY OF BOND  
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Receiving Notification of 

Resignation 

-Inform to the Council 

-Sending a letter of Consequences 

-Sending other documents 

(UPF/Pension/EPF forms) 

Calculation of total bond value and 

other dues after Collecting 

information from relevant 

Departments/Divisions 

Getting Audit clearance 

Informing the bond violator that 

university will commence in process 

of recovery. 

Obtaining Council approval for the 

repayment plan Proposed by 

violator. 

Recovery of money on the 

installment basis 

In case of violating the payment of installments: 

Inform the Principal Debtor, with copies to the Sureties, the balance  amount to be 

recovered and request that immediate action be taken to settle the same. 

To take every possible action to trace where abouts of the principal debtor, if not 

available at the given addresses 

If no response, 2 reminders (01 month for each) and final warning should be sent to the 

Principal Debtor, with copies to the Sureties. 

If no response, Inform the Principal debtor that action will be taken against him/her 

according to Section 7.8 of Chapter V of the UGC E-Code (In case of V.O.P.) with copy 

to sureties. 

Send separate letters to the Sureties 

If no response inform the Authorities mentioned in section 7.8 of Chapter V with the 

approval of the Council of his/her failure to settle financial obligation to the University 

and Write to the relevant embassy in Sri Lanka 

Request AG’s dept. to send Letter of Demand to principal Debtor & Sureties. If no 

response coordinate with the AG's dept. and file action in the District Court to recover 

the bond value. 

 

 

 

 

 

 

 

4-5 months 

 

 

 

 

 

Registrar 

______________ 

Assistant 

Registrar 

& Subject Clerk 

 

 

 

 

 

 

UGC  

Commission Circulars 

907 of 09.03.2009 for 

computation of monetary 

value of Bonds 

&  Decision of Council 

 

Time Frame 

 
 
 
 

4 months < * 

 

 

*The time depends on the 

responses receive from 

the related External 

Parties. 
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13. PREPARATION OF COUNCIL MEMOS 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

14. PREPARATION OF FINANCE COMMITTEE MEMOS 
 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Preparing Council memos 

related to the promotions, 

appointments, retirement, 

releasements, vacation of 

post and resignation etc. 

Sending the draft memo to 

the Registrar for approval 

Sending for Registrar’s 

signature 

 

 

 

1-3 weeks Prior 

to the Council 

Meeting 

 

Registrar 

______________ 

Assistant 

Registrar 

& Subject Clerk 

 

 

 

 

Section 44-45 , Part 

VII of University Act. 

No.16 of 1978 

 

Process Responsibility Time Frame Relevant Rules & 

Circulars 

Prepare Finance Committee 

memos related to the 

financial assistance to 

academic staff, 

Administrative staff & 

Academic supports staff 

Sending memos to the 

Bursar with the signature of 

Assistant Registrar of the 

Non-academic Division 

 

 

1-3 weeks Prior 

to the Finance 

Committee 

Meeting 

 

Registrar 

______________ 

Assistant 

Registrar 

& Subject Clerk 

 

 

 

Internal Audit 

Circular Letter No. 

01/2021 of 6.10.2021 
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15. OTHER ACTIVITIES DONE BY NON-ACADEMIC 

ESTABLISHMENT DIVISION 
 

 Preparation of Vice - Chancellor awards for Non-Academic Staff 

 Cadre Maintenance 

o Cadre details updating 

o Supplying cadre reports 

o New cadre creation 

 Reports Providing 

o Audit reports 

o Salary reports 

o Statistics reports 

 Preparation of Board of Survey lists 

 Union Associations request handling 

 Notice board updating 

 Fingerprint/Face detection Related data interpretation activities 

 

 All places mentioned as “Subject Clerk” Should be corrected as “Subject 

Management Assistant”. 
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16. APPENDICES 

 

Appendix i : Application Form 
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Appendix ii :Oath or Affirmation University of Kelaniya 
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Appendix iii : Oath or Affirmation Government 
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Appendix iv : Nominate UPF 
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Appendix v : Nominate University pension 
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Appendix vi : Medical Form 
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Appendix vii : University Identity Card Request form 
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le,Ksh úYajúoHd,h  - le,Ksh 
University Of Kelaniya - Kelaniya 

 

jegqma jeãùu ms<sn`o jd¾;d wdlD;ss m;%h $ INCREMENT FORM 

 

fm!',s'f.d' wxlh  
P.F.No 

 jegqma jeäùu t<fUk           
Èkh 
Increment Falling Due on 

 
 

 

1. ku (- ……………………………………………… 

Name :  

3' ±kg ,efnk udisl     
jegqm (- re' 
Present Monthly salary Rs. 

 
 

2. fiajlhdf.a - Employee 

 

 ;k;=r (-   
Designation: 

 fYa%Ksh(-    
Grade  

 wxYh(- 
Department :  

 

4' ,eìh hq;= udisl jegqma  
j¾Olh (- re' 
Increment due, 

Monthly Rs. 

 
 

 

5' jegqma j¾Olh tl;= 
l<úg udisl jegqm re' 
Present Monthly Salary plus 

increment due Rs. 

 

   6' ±kg ,nk jegqma mßudKh (-  
          Present Salary Scale Rs.  :    

   7' ^i& jegqma jeäùu r`od mj;skafka (-  
       Does grant of increment depend on 

   a. isxy, m%ùk;d mÍlaIKfhka iu;a ùu u;o  
       Passing of Proficiency test in Sinhala ? 

 

  b. h;=re f,aLk mÍlaIKfhka iu;a ùu u;o  
        Passing of test in typewriting ? 

 

   c.  m;aùu iaÒr lsÍu u;o 
        Confirmation of Appointment ? 

 

   d.  ld¾HlaIu;d lv bfuka iu;a ùu u;o 
        Success at an Efficiency Bar ? 

 

   e.  fhda.H;d mÍlaIkhlska fyda úNd.hlska fyda iu;a ùu u;o 
        Passing of any other qualifying Examination or Test ? 

 

ms<s;=r —tfiah˜ — fkdue;˜         
 ^w'ms'n'& 
Answer “Yes”/“No” 
Appendix viii : Yearly Increment Form 
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7. (ii) tfia kï fiajlhd wod< iqÿiqlu ,nd isào@ 
    ^Èk yd úia;r i`oyka lrkak'&  

    If so has employee qualified accordingly @   
    ^Give date and particular& 
  

8.  miq.sh jegqma j¾Olh ,o Èkfhka miqj jegqma jeäùu k;r  
   lsÍula w;aysgqùula fyda ú,ïnkh lsÍula lr we;akï  
   ta ms<sn`oj úia;r i`oyka lrkak'  
   Give particulars if Increment has been suspended, stopped, or deferred  

    since last Incremented date. 

    ……………………………………………………………………………………………..………….. 

    ……………………………………………………………………………………………..………….. 

    ……………………………………………………………………………………………..………….. 

miq.sh j¾I 03 ;=< ,nd.;a ksjdvq ms<sn`o úia;r 
Particulars of leave taken during the last three year@ 

j¾Ih wkshï$ffjoH 
Casual     Medical 

tl;=j 
Accumulated 

wv jegqma 
Half pay 

jegqma rys; 
No - pay 

      

      

      

fuu j¾Ifha 
…………….. Èkg 
,nd f.k we;s 
ksjdvq 

     

udKav,sl ks,Odßhd fj; ms<sfh, lr bÈßm;a lf<a(  
Prepared and Submitted to the Staff Officer by : 

 
 
 
wdh;k ,smslre 
Establishment Clerk 

 

 

             

      ………………..…………… 
Èkh  
Date      ……………………. 

 
lreKdlr msgq wxl 03 iy 04 we;s ish`M 
f;dr;=re iïmQ¾K fldg Tnf.a ks¾foaY ud 
fj; ,eîug i,iajkak' 
Please make you recommendation by filling all 

column given page no. 03 and 04 and returning 

it to me. 

 

       

       

      ………………..…………… 

iyldr f,aLldêldÍ / wdh;k wkOHhk wxYh 
Assistant Registrar / NAE 

 
Èkh  
Date      ……………………. 

 

     
^w'ms'n'& 
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udKav,sl ks<Odßhdf.a $ wxY m%Odkshdf.a we.hSï jd¾;dj 
EVALUATION REPORT OF THE HEAD OF THE DEPARTMENT  

 

Tnf.a ksÍCIKh 0-10 olajd we;s mrdihl w.hkak' (WodyrK ( 0 b;du;a ÿ¾j,hs"10 úYsIaGhs)  
Please rate your observation on a scale of 0-10 (e.g., 0 = very poor, 10 = Excellent) 

tl;=j 50g jeä kï muKla ks¾foaY lrkak' Total should exceed 50 for recommendation 

1' fiajlhdf.a  
  ku 

Name of employee      ………………………………………………………………. 

 ;k;=r 
Designation                 ………………………………………………………………. 
 

   

 
2'  fiajh yd meje;au (- 
    Work and Conduct 
 

I.   ld¾hhkays fhfok ms<sfj, (-  
 Application to work 

 
 

II.   Woafhda.h (-  
Industriousness 

 

III.  wm%udoh iy meñKSu         
Punctuality and attendance  

 

IV.  ld¾hhka flfrys olajk ie,ls,a, (- 
 Outlook to Work 

 

V.  bgq lrk ld¾hhkays m%udKh yd ;;a;ajh (- 
Output and Quality of work 

 

VI.  mßmd,k fiajfhka f;drj úYajdi l<yels j.(-  
Reliability without Supervision 

 

VII.  j.lSu (- 
Responsibility 

 

VIII.  i.hka yd in`olï  
Relation with colleagues 

 

IX.  YsIHhka fiajl uKav,h yd uyckhd iu`. .kqfokq lssÍu (- 
Dealing with Students, Staff & Public 

 

X.  kdhl;ajh yd fm!reIh (- 
 Leadership and Personality  
 

 
 

tl;=j 
Total 

 

^w'ms'n'& 
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3' j¾Ih ;=< § ,;a  
   w' m%Yxid  
      Commendation Granted during the incremental year 

 

 

   wd'j¾Ih ;=< § ,;a  
      o`vqjï  
      Punishment given the incremental year   

 

 
4'  w' jegqma jeäùu ks¾foaY lrkafkao@ hk j. 
      Whether this increment is recommended@ 

 

    wd' ks¾foaY fkdlrkafka kï fya;= i`oyka lrkak 
        Give reasons if not recommended 

 

 
*  jd¾;d lrk mSGdêm;s /wxYdêm;s/ ksfhdacH f,aLldêldÍ/  
   fÊIaG iyldr f,aLldêldÍ/ iyldr f,aLldêldÍ wOHCIl w;aik 
    Signature of the Dean/head of department/ Deputy Registrar/            …..……………………… 

    Senior Assistant Registrar/ Assistant Registrar making Report   

          
*ks¾foaY lrk ks<Odßhdf.a ;k;=r yer fiiq ;k;=re ;ks brlska lmd yßkak' 
 

 

                                                                                                                                         …………….. 
ku"moúh iy ks< uqødj                                                                  oskh 
Name, Designation and Official Seal                                                                            Date 
5' jegqma jeäùu wkqu; lsÍug n,h,;a ks,Odßhdf.a ks¾foaY 
     Order of the office Authorized to Grade the Increment             

 
 
jegqma j¾Ol ,ndoSu ms<sn`o wkque;sh                       
Approval grant of increment                                                  …………………………………. 
 
 

 

 

 

                                                                                                            …..……………………… 

                                                                                                                  Registrar                                                                                                                                      
                                                                             Date  :  
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Appendix ix : UPF Releasement Form 
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Appendix x : Deduction Form 
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Appendix xi : UFP Releasement Agreement Form 
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Appendix xii : ETF Claim Application form 
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Appendix xiii : Train Warrant Request Form 



Manual of Procedures, Non- Academic Establishment  

University of Kelaniya 

56 
 



Manual of Procedures, Non- Academic Establishment  

University of Kelaniya 

57 
 

 

Appendix xiv : Train Season Request Form 
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Appendix xv : Train Season folder Creation form 


